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ACSC 3215 (2002/01) Classification: Protected A 

1. Administration issues relevant to the Controller and the divisions are identified, managed, responded to and 
resolved appropriately through direction, guidance and coordination of activities and resources.   

 
Activities: 
• Facilitate communication and information flow between the Controller’s office and the Deputy Minister’s office, 

throughout the division, and with the offices of senior government representatives and stakeholders. 
• Responds to or refers enquiries from the public, other ministries, Ministry representatives, Deputy Minister’s office, 

Minister’s office, and stakeholders; probes for issues; solves problems; and anticipates impact of enquiries to 
determine appropriate response strategy.   

• Establishes and maintains effective working relationships and communication linkages with division and Ministry 
representatives, stakeholders, and partners to ensure the Controller is aware of issues and has appropriate input 
and information to make decisions. 

 
2. Communication and information requirements are managed through development, implementation and 

continual enhancement of effective processes, guidelines and working relationships. 
 

Activities: 
• Uses internal controls to effectively manage confidential and politically sensitive materials and information flowing 

through the Controller’s office.  (on highly sensitive files a strict instructions including level of confidentiality and 
sensitive , safe keeping instructions).   

• Manages distribution and tracking of action requests and correspondence received by the Controller, including 
assigning Controller requests for action to appropriate areas of division; liaising with senior division 
representatives to ensure response occurs and issue(s) are resolved 

• Ensures Minister’s and Deputy Minister’s correspondence guidelines are adhered to within the division. 
• Responds to requests for information on behalf of the Controller in a timely manner while also considering content, 

impact and appropriate level of authority is involved. 
 

3. The Controller’s office is effectively managed to ensure efficient and coordinated operations and outcomes. 
 

Activities: 
• Identifies administrative issues with potential to impact the Controller’s office, including recommending solutions 

and actions to address issues; develops, streamlines and coordinates administrative and operational systems and 
processes to enhance efficiencies within the Controller’s office and the division. 

• Makes decisions and initiates actions regarding day-to-day administrative operations and workflow requirements 
within the Controller’s office.   

• Manages the Controller’s calendar, including scheduling appointments and meetings within the Ministry and across 
government; uses judgement and knowledge of Controller’s priorities and commitments to resolve scheduling 
conflicts. 

• Maintains records management, disposition and bring-forward systems for the Controller’s office. 
• Prepares and assembles background materials for meetings, presentations and other sessions, ensuring relevant 

information is compiled and organized effectively. 
• Coordinates travel arrangements for the Controller (i.e., Out of Province Travel approval if required, flights, hotel, 

etc.) attending yearly conferences or seminars.   
• Purchases materials and office supplies required for effective operation of the Controller’s office. 
• Administers human resources-related activities for the Controller’s office, including liaising with Human Resources; 

and coordinates responses and dissemination of information within the office. 
• Manages facilities and accommodations activities for the Controller’s office, including coordinating changes to 

office facilities and moves. 
• Responds to enquiries and issues as directed by the Controller, consistently demonstrating commitment to 

excellence and innovation in the delivery of high quality services to clients. 
 

 
4. Leads various initiatives, projects and committees associated with the Controller’s office. 

 
Activities: 
• Coordinates the Western Comptrollers’ Conference and the Annual Federal/Provincial/Territorial Comptrollers’ 

Conference (NCC), when Alberta is hosting. 
• Liaison for the Controller’s office with the Secretariat of the Canadian Council of Comptrollers’. 
• Coordinates responses on any Exposure Drafts or Papers put out by the Canadian Institute of Chartered 

Accountants (CICA) or the Public Sector Accounting Board (PSAB).  










